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T his is the first  issue of the 
Depar tment of the Inter ior  (DOI ) 
Mail Newslet ter .  The intent  of this 
newslet ter  is to cont inue to educate 
mail managers and others on best  
mail ing pract ices.  Mail managers are 
to dissiminate the informat ion as 
deemed appropr iate.  The newslet ter  
wil l  be published monthly.  Mail 
managers are encouraged to submit  
ar t icles, suggest  topics, or  pose 
quest ions to be covered in future 
newslet ters.  Al l  ar t icles must  relate 
to mail.  Please email your  comments 
by the 20t h of each month to Sondra 
White.  The email address is 
Sondra_C_White@nbc.gov. 
 
  

                                                                                                                                                                               
TI P: Select i ng t he cor r ect  
envelope t hat  w i l l  adequat el y  
pr ot ect  t he i t em at  t he l east  
possi bl e cost  can  save an  agency  a 
gr eat  deal  of  money.  To save 
post age, fol d  documen t s t o f i t  i n t o 
l et t er -si ze envelopes w henever  
possi bl e.  “ F l at s”  (envelopes l ar ger  
t han  6 1/8”  x  11 ½” ) w h i ch  w ei gh  
l ess t han  one ounce ar e subject  t o 
an  11-cen t  su r char ge.   
 

 
 

FEDERAL                     
M AIL 
M ANAGEM ENT 
PROGRAM  
       Are we on target? 

Some of you may be aware, 
and some others may not , of 
the Federal Mail 
Management Program 
(FMMP) that  General 
Services Administrat ion 
(GSA) is implement ing 
under  the Federal Records 
Management Amendment of 
1976.  By law, GSA is 
required to provide guidance 
and assistance to federal 
agencies on mail processing.  
The FMMP is GSA’s means 
of providing assistance and 
prescr ibing mail pol icy 
requirements so that  federal 
mail is effect ively managed.  
 
I n September  1999, GSA 
issued draft  Federal 
Management Regulat ions on 
federal mail management. 
The policy provides the 
general rules for  the FMMP 
and out l ines the agency 
responsibi l i t ies at  al l  levels.  
The regulat ions also 
establish agency repor t ing 
requirements.  Based on the 
draft , the first  agency repor t  

is due on January 15, 2001. 
The fol lowing plan has been 
implemented to ensure that  
the Depar tment of the 
Inter ior  (DOI ) is able to 
meet the due date. 
 
In May, the Depar tmental 
mail manager  developed an 
instrument to be used for  
data col lect ion purposes.  
Each bureau mail manager  
was tasked with col lect ing 
data for  their  bureau and 
submit t ing a bureau repor t  
to the Depar tmental mail 
manager .  Upon receipt , the 
Depar tmental mail manager  
wil l  analyze the data and 
prepare a Depar tmental 
repor t .  Some are wonder ing 
if we are just  spinning our  
wheels.  Absolutely not .  
Your  bureau wil l  definitely 
benefit  from the FMMP.  For  
example, some mail 
managers for  the first  t ime 
wil l  be able to keep t rack of 
their  postage usage by class 
of mail. This possibly would 
al low mail managers to 
ident ify areas where 
automat ion discounts can be 
maximized and other  areas 
where costs can be 
minimized.   So, in this 
regard, the FMMP can be a 
constant  development of 
educat ion and feedback, as 
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well as cost  and quali ty 
control improvements.   
 
The DOI  spends mil l ions of 
dollars on mail each year .  I n 
this day of shr inking 
budgets, i t  is cr i t ical that  
our  mail dol lars be spent in 
the most effect ive, efficient , 
and economical manner .  Let  
the DOI  be the role model 
for  other  federal agencies.  
Let  us al l  work as a TEAM  
to accomplish this task:  
Together  Everyone Achieves 
M ore.  
 

    Free Postal   
    Suppl ies Onl ine                                                                                                                                                                                                                                                                                            

D id you know that  you may 
order  free postal supplies 
online?  Yes, that ’s r ight .  
Visit  the U. S. Postal Service 
web site at  new.usps.com, 
and order  your  postal 
supplies.  The supplies wil l  
be shipped within ten days 
at  no cost  to you.   
 
When you get  to the U. S. 
Postal Service Home Page 
cl ick on Order , then cl ick on 
Shipping Supplies Online.  
Next  page, cl ick Order  
Supplies on the left  side, 
then, cl ick on the but ton 
that  reads I  Agree to confirm 
that  you understand the 
terms.  Next , cl ick the 
Pr ior ity Mail icon, on the 
next  page complete order  
form and cl ick on Add to 
Mail  Pouch at  bot tom of 
screen. The next  page 
requires you to register  as a 
new customer .  Fi l l  in the 
required informat ion, after  
complet ing, cl ick Register , 
then provide your  email  
 
 

address and password, cl ick 
Submit , and then your  order  
wil l  be confirmed, close the 
window. 
 

So you think 
government mai l  is 
f ree, huh?  
Wel l , i t’s not. 
M any federal employees 
think government mail is 
free.  Well, i t ’s not .   
Author ized agencies 
reimburse the United States 
Postal Service (USPS) the 
appropr iate amount for  mail 
services they receive under  
the Official Mail Account ing 
System (OMAS).  Those 
agencies that  do not  
par t icipate in OMAS, prepay 
postage by using regular  
postage stamps, commercial 
meters, or  other  means 
available to other  mailers. 
 
Following is the process used 
by the Depar tment of the 
Inter ior  (DOI ) for  official 
mail.  First , what is official 
mail?  Official mail is mail 
that  relates to the business 
of the United States.  The 
three categor ies of official 
mail are penalty mail, 
Congressional mail 
(franked), and postal service 
mail.  DOI  uses penalty 
mail.  I t  is cal led penalty 
mail because such mail must  
include the words ”Official 
Business/Penalty for  Pr ivate 
Use $300.”   
To use penalty mail, each 
bureau was required to 
submit  a wr it ten request  to 
the Manager , Post  Office 
Account ing, at  USPS  
 
 

Headquar ters.  Once 
author ized, each bureau is 
assigned a three-digit  
agency code, “G” penalty 
permit  impr int  number , and 
business reply mail (BRM) 
permit  number .  The bureau 
is required to submit  an 
est imate of their  ant icipated 
penalty mail act ivity each 
year .  This est imate, due in 
mid-September , is to be 
based on the agency’s pr ior  
year  penalty mail usage 
adjusted to reflect  any 
changes expected dur ing the 
coming year .  The USPS bil ls 
bureaus monthly based on 
1/12 of their  est imates.  
Bureaus are bi l led through 
On-l ine Payment and 
Collect ion (OPAC), U. S. 
Depar tment of the 
Treasury’s electronic funds 
t ransfer  system. 
 
At  the end of the fiscal year , 
final, “set t l ing-up” invoices 
are issued to each bureau.  
These invoices reflect  the 
difference between the 
bureau’s est imate and their  
actual postage usage.     
 
Outgoing penalty mail must  
include one of the fol lowing 
types of postage: penalty 
mail stamps, penalty 
metered postage, penalty 
permit  impr int , or  penalty 
mail per iodicals impr int .  
Non-prepaid return mail 
include penalty BRM, 
penalty merchandise return 
service, and penalty postage 
due mail.  Local post  offices 
issue penalty meter  l icenses 
and local author izat ions 
enabling author ized agencies  
 
to use their  penalty permit   



impr int , BRM, and 
merchandise return permits.  

According to GSA, last  year , 
the federal government 

spent  $989 mil l ion on 
postage.   

 
                                             POSTAL  TERM  OF TH E M ONTH  
Compu t er i zed M et er  Reset t i ng Syst em (CM RS) - An electronic system that  permits the 
user  of an approved postage meter  to reset  the meter  at  the user ’s place of business.  
 
 

 
 
  
 
     

                            
                                        DOI  mai l  new slet t er  i s publ i shed mon t h l y  
                             by  t he Nat i onal  Busi ness Cen t er . 
 
 Ar t i cl es and i deas ar e w el come.   
 Send t o: 
  Sondr a Wh i t e 
  Pr ogr am Anal yst  
  Depar t men t  of  t he I n t er i or  
  1849 C St  NW  M S 1731 
  Wash i ngt on  DC 20240-0001 
 Emai l  quest i ons and suggest i ons t o: 
 Sondr a_C_Wh i t e@nbc.gov  
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F   Z  Y  O  M  A  S  R  Y  D  R  X  
W  J  S  L   A   I  C   I   F  F  O  Q 
K  C  R  O   I   R  E  T  N   I   Y  S 
P  E  N  A   L  T  Y  N  O  M  S  B 
X  T  A  R   E  D  S  E  E  M  R  B 
P  E  R  M   I   T  O  T  Q  V  Y  X  
Z  Q  D  V   Y  U  E  M  A  L  K  J 
S  O  N  D  R  R  S  C  O  M  T  E  
R  U  T  T   Y  A  A  Z   X  B  P  P 
W  Q  E  R  Y  H  J  K  L  C  Z   S 
    


